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DISCLAIMER

THIS CLASS IS NOT INTENDED FOR CERTIFICATIONTHIS CLASS IS NOT INTENDED FOR CERTIFICATION 
FOR ANY REQUIREMENT.  IT DOES NOT QUALIFY 

YOU  TO BE A COR
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Understanding
VCE-CORVCE-COR

• VCE-COR - Virtual Contracting Enterprise overview
• COR PROFILE – Process of creating a COR Profile
• COR Self-Nomination – Process
• COR’s Supervisor – Profile and Process Detail
• Contract Officer (KO) - Review and Approval.

Contract Management & Status Reports Process• Contract Management & Status Reports - Process
• The COR Contract File – Content List
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What is the COR VCE?

• Mandatory online tool for Nominating, Appointing, 
Tracking and Managing COR Nominees, Existing 
CORs, and other required documentation.CORs, and other required documentation.

• Nomination must be approved by COR’s supervisor.

• KO has final appointment approval .

• CORs can upload 
o Training certificates
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VCE Process
1. Requiring activity identifies prospective COR, verifies required q g y p p , q

training is complete.

2. Prospective COR Creates COR Profile, then Self-Nominates within 
VCE, by a Contract or PR Number.C , by a Co t act o u be

3. COR forwards nomination to their supervisor for review.

4 Supervisor forwards approved nomination to contract KO4. Supervisor forwards approved nomination to contract KO.

5. Contracting Officer (KO) concurs with nomination, which issues COR 
Appointment Letter, or rejects and returns the nomination to the 

i i ti it f ti tirequiring activity for corrective action.

6. COR uploads status reports and other documents no less than 
monthly.
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COR Training Requirements-Handout

Training Type

Course

Detail & Frequency
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VCE WEBSITE

WEBSITE:  https://arc.army.mil/COR/

REGULATION - ACC Pam 70-1 at : 
https://arc army mil/COR/Templates/ACC Pamphlethttps://arc.army.mil/COR/Templates/ACC_Pamphlet_
70-1_(Final).pdf

VIDEO:  
https://arc.army.mil/COR/Templates/COR_Manageme
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OGE Form 450
Confidential Financial Disclosure Report 

• This form is used by executive branch employees …. to 
report their financial interests as well as other interests 

t id th G t Th f thi t i toutside the Government. The purpose of this report is to 
assist employees and their agencies in avoiding conflicts 
between duties and private financial interests or p
affiliations.

– http://www.oge.gov/Forms-Library/OGE-Form-450--Confidential-http://www.oge.gov/Forms Library/OGE Form 450 Confidential
Financial-Disclosure-Report/

– http://www.oge.gov/Financial-Disclosure/Confidential-Financial-
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OGE 450
OGE is the agency that provides overall direction oversight and• OGE …. is the agency that provides overall direction, oversight, and 
accountability of Executive Branch policies designed to prevent and 
resolve conflicts of interest. OGE is also charged with promoting high 
ethical standards for Executive Branch employees Responsible for;ethical standards for Executive Branch employees. Responsible for;

– Promulgating and maintaining enforceable standards of ethical 
conduct for over four million civilian employees and uniformed p y
service members in over 130 Executive Branch agencies

– Overseeing a financial disclosure system that reaches more than 
28,000 public filers and over 325,000 confidential filers

– Ensuring that Executive Branch ethics programs are in 
compliance with laws and regulations
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OGE 450

Wh t I fil thi t?• Why must I file this report?
– You have been designated by your agency to file the Confidential 

Financial Disclosure Report to avoid involvement in a real or 
fli f i Y d hi d i iapparent conflict of interest. Your agency made this decision 

based on the duties and responsibilities of your position.

• How is the information that I report to be used?
– The purpose of this report is to assist employees and their 

agencies in avoiding conflicts between official duties and privateagencies in avoiding conflicts between official duties and private 
financial interests or affiliations. Your agency ethics official will 
use the information that you provide to determine whether any 
potential conflicts exist.
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OGE 450 

Wh ill l k t t?• Who will look at my report?

– The primary person who will be reviewing this form is yourThe primary person who will be reviewing this form is your 
agency ethics official. It is possible that a paralegal or an ethics 
specialist assisting the ethics official in reviewing the OGE Form 
450s that come to their office will look at your form. Some 
agencies also require the filer's supervisor to review the form 
and sign it. You will need to ask your ethics office whether you 
should send your form to your supervisor. The Privacy Act 
Statement lists other limited circumstances and persons who 
may have access to your report.
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OGE 450 

SJA P i t f C t t F t C b ll• SJA Points of Contact – Fort Campbell

– Hospital Employees MAJ Hamby – 270-798-8807Hospital Employees_ MAJ Hamby 270 798 8807

– All other Directorates, Units (BN Level and up)
 SJA requests that units send requests up as a group SJA requests that units send requests up as a group.
 SJA requests that Email be used primarily.
 Email Subject Line; OGE 450, Request, _Unit_____, __Unit POC_
 SJA Mr Gary F Baumann SJA  Mr Gary F. Baumann

– Gary.F.Baumann.civ@mail.mil
– Phone 798-2441  (BN or higher POC only)
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STEP #1

CREATING 
THETHE

COR PROFILE
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Step #1 – Creating the Profile

COR• CORs 
o Initiate the VCE-COR process.
o Create a profile with their basic info.p
o Self-nominate by contract number.

Basic COR Information tells the reader the COR’s• Basic COR Information tells the reader the COR’s 
name, location, phone, e-mail, supervisor , COR 
training.  

• CORs must ensure that the supervisor’s name is 
entered exactly as used in AKO
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VCE COR Website/ COR Related Links:    
https://cor.army.mil/LinksPage.aspx
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COR Profile (Profile creation Screen)
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Step #1a - Adding The Supervisor’s Info
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Step #1b - Adding COR Training

All COR t t d l d t i i tifi t• Allows COR to enter and upload training certificates 
from drop-down menu.

• Training certificates required at creation of profile.Training certificates required at creation of profile.  
• Training certificates are mandatory before KO can 

sign COR appointment letter!!
• For courses not listed, COR can select category  

“Misc Training”.
• Current appointment letters “CAN” be scanned and• Current appointment letters CAN” be scanned and 

uploaded to the VCE.

20Contracting for Soldiers UNCLASSIFIED



Agile – Proficient – Trusted
UNCLASSIFIED

U.S. Army Mission and Installation 
Contracting Command

Adding COR Training

‐ Select from 
menu.  
‐Must be 
completed 
before appt 

‐ System will 
only allow 
courses that 
are 3 yearsletter can be 

signed by KO

are 3 years 
or less!
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Old Version (selecting career field)
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New - Certification Discipline
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Certification Discipline
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Equivalent COR Training
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Screen Shot showing uploaded documents

COR 
TRAINING

28Contracting for Soldiers UNCLASSIFIED



Agile – Proficient – Trusted
UNCLASSIFIED

U.S. Army Mission and Installation 
Contracting Command

Step #2

COR 
SELF NOMINATIONSELF-NOMINATION 
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ENTER:
‐Command

COR can 
add PR/ 
Contract# 
HOWEVER, 
MUST HAVECommand

‐Office
‐ Contract #
‐ KO info
‐ Specialist

MUST HAVE
‐Command
‐Office
‐ KO name
‐ Specialist 
name

31Contracting for Soldiers UNCLASSIFIED



Agile – Proficient – Trusted
UNCLASSIFIED

U.S. Army Mission and Installation 
Contracting Command

CAN BE 
“0000s”, 

BUT NOT A 
BLANKBLANK

Must have a 
QASP
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Must have a 
QASP

KTR info is 
automatic

COR tifi ti‐ COR certification
- Save
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STEP #3

THE
COR‘s

SUPERVISOR
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COR’s Supervisor’s Role

• Supervisor will receive e-mail notifications from VCE.
R i j t / d tifi i ti• Reviews, rejects/approves and certifies nomination.

• Supervisor must check all blocks (COR nomination).
• Can save (as draft) and comeback later to complete• Can save (as draft) and comeback later to complete.
• After review, goes electronically to KO.
• If rejected, must provide reason why in commentIf rejected, must provide reason why in comment 

block.
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E‐mail 
notification from 
COR to his/her 
supervisor 
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COR‘s Supervisors view                     
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COR Supervisor Certification

-Supervisor must certify 
by checking ALL blocks.  

- Can approve or reject- Can approve or reject.  

- If reject must say why in 
comments
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STEP #4

KO REVIEW, 
CERTIFICATION, 
AND APPROVAL
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KOs Review and Certification

KO & i li t ill i il tifi ti th t• KO & specialist will receive e-mail notifications that a 
COR nomination has been requested

• If a pre-award number (04-R-0010) is listed, the KO orIf a pre award number (04 R 0010) is listed, the KO or 
specialist must enter the award number (04-D-0055)  
before KO approval 

• KO Identify COR type (A, B or C) & verify training 
certs.

• KO can;KO can;
o Cancel before formal appointment
o Terminate after formal appointment

COR & COR i ill t il tifi ti
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KO VIEW
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KO h t i th QASPKO  can choose to waive the QASP; 
but should do so only in very limited 

circumstances. 
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KO  should choose the 
correct reasoning for 
waiving the QASP; 
check that block;check that block; 
digitally sign the 

document and submit the 
form. 
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KO can choose to appoint the CORKO  can choose to appoint the COR 
which will open a new window with the 

appointment order. 
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KO  should choose 
the requiredthe required 

responsibilities.
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KO  adds any 
additional duties as 

required and digitallyrequired and digitally 
signs the document. 

Once the KO 
submits the form the 

system sends an 
email to the COR, 
stating that they 
need to sign the 

form.  Once this is 
complete the COR iscomplete the COR is 

active on this 
contract.
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KO  can choose Reject the COR’s 
nomination. 
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KO ‘s rejecting a COR nomination 
d t fill t th t bl k ithneed to fill out the comment block with 

the reasoning and choose to send it 
back to the COR for correction or to 

cancel the entire nomination. 
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When COR’s require terminationWhen COR s require termination  
the KO can choose the terminate/ 

revoke option. 
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KO then needs to fill 
out all appropriate 
blocks includingblocks including 
reasoning and 

digitally sign the 
document. Once the 
KO submits the form 

the system sends 
and email to the COR 

that they need to 
sign the form. Once 
this is complete thethis is complete the 
COR is terminated 
on this contract.
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ContractContract 
Training 
Type

53Contracting for Soldiers UNCLASSIFIED



Agile – Proficient – Trusted
UNCLASSIFIED

U.S. Army Mission and Installation 
Contracting Command

KOKO  
ERROR

MESSAGE
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Contract Management 
AndAnd

Status Reports
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COR Monthly Status Reports

• COR must upload monthly status reports to the VCE.

• COR must upload all surveillance reports to the VCE.

• KO and specialist will receive e-mail notifications 
when reports have been received from COR.

• Once contract expires, COR will do a final report.
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COR can choose to utilize the online monthly 
report or to upload a custom monthly reportreport or to upload a custom monthly report.
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COR should check 
i t bl kappropriate blocks, 

digitally sign the 
document and submit the 
form. This will cause an 
email to be sent to the KO 
informing them that a 
monthly report is 
awaiting their reviewawaiting their review.
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Monthly Status Report Report 
will say 
submitted 
untiluntil 
approved 
by KO 
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VCE COR Fili C biVCE COR Filing Cabinets
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CPARS Report
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CCASS 
Construction Contractor Appraisal Support System 

htt // / i / i hthttp://www.cpars.gov/main/ccassmain.htm

• CCASS is a web-enabled application that supports the completion,CCASS is a web enabled application that supports the completion, 
distribution, and retrieval of Construction contract performance 
evaluations (DD Form 2626). CCASS is for UNCLASSIFIED use 
only. An evaluation assesses a contractor’s performance and 
provides a record, both positive and negative, on a given contract. 
Each evaluation is based on objective facts and supported by 
contract management data, such as contract performance elements 
that evaluate quality, timely performance, effectiveness of 
management, and compliance with contract terms, labor standards, 
and safety requirements. 
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CMRACMRA

63Contracting for Soldiers UNCLASSIFIED



Agile – Proficient – Trusted
UNCLASSIFIED

U.S. Army Mission and Installation 
Contracting Command

Trip Reports
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COR Correspondence
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Miscellaneous Documents
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COR FILE CONTENTS
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Contract Files – FAR Subpart 4.8

Th COR fil i “FOR OFFICIAL• The COR file is a “FOR OFFICIAL 
USE ONLY” file and must be 
maintained in accordance with the 
contracting officer’s instructions.

• COR is responsible to:

o Maintain complete orderly files

o Safeguard all procurement sensitive,o Safeguard all procurement sensitive, 
business sensitive, and proprietary 
information.
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COR FILES Include

COR A i t t / T i ti L tt ( )• COR Appointment / Termination Letter(s)

• Training Certificatesg

• The Notice of Award or Notice to Proceed

• Copy of complete Contract to include:

PWS & All difi ti- PWS &  All modifications
- Pricing and payment information
- QASP

Surveillance & Inspection checklist & Results
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COR FILES (cont.)

• MFR: CPARS statement signed by COR supervisor

• MFR: CMRA statement signed by COR supervisor• MFR: CMRA statement signed by COR supervisor

• MFR: OGE 450 statement signed by COR 
supervisor

• Communications with the Contractor
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COR FILES (cont.)

• Meeting Minutes

DD 250/WAWF / I i i l t• DD 250/WAWF / Invoices or equivalent

• Discrepancy Reports

• All files are stored and accessed using VCE-COR  
On-line Management ToolOn line Management Tool

72Contracting for Soldiers UNCLASSIFIED



Agile – Proficient – Trusted
UNCLASSIFIED

U.S. Army Mission and Installation 
Contracting Command

COR FILES (cont.)
• The required method for COR file creation and storage  q g
is to use the COR Management System online tool.

• All the COR documents maintained in the old paper file• All the COR documents maintained in the old paper file 
system are included in the new digital system.

VCE COR provides easier access to files for review• VCE-COR provides easier access to files for review 
and evaluation. 

Th lid t d ff it t f d t• The consolidated offsite storage of data ensures 
Continuity of Operations.
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SUMMARY

(We talked about)

• VCE-COR - Virtual Contracting Enterprise overview
• COR PROFILE – Process of creating a COR Profile

COR S lf N i ti P• COR Self-Nomination – Process
• COR’s Supervisor – Profile and Process Detail
• Contract Officer (KO) Review and Approval• Contract Officer (KO) - Review and Approval.
• Contract Management & Status Reports - Process
• The COR Contract File – Content List
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Questions
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